
Onboarding Process Frequently Asked Questions: 

Q: I am not able to access all of the links to view information or sign-up for onboarding. How can I access this 

information?   

A: We have learned that employees using AnyConnect for remote access had been experiencing difficulties 

accessing the requirements. This has since been corrected. If you continue to experience difficulties, please contact 

the MCHS Human Resources Helpline team at hrshared@marshfieldclinic.org, or 715.387.5254 (or extension 

75254). 

 

Q: How much time should I plan to complete the onboarding requirements (Workday, electronic forms, 

ReadySet sign up)? 

A: Many employees find the process can take as little as one, or up to two hours, to complete all of the steps. It is 

not necessary to complete all of the steps in a single sitting, and items may be completed in steps as time allows. 

Prior to attending the brief in-person onboarding session, it is necessary to have at least completed the Workday 

Inbox tasks up through, and including, the Form I-9. The onboarding sessions will be held beginning October 20 
through November 5 (please see schedule here). It is important to complete the process at your earliest convenience, 

though no later than November 5. 

 

Q: I’m being asked to provide information that MMC-BD Human Resources already has on file. Is it 

necessary to fill in all of these details for MCHS?   

A: Though we tried to transfer as much meaningful information as possible, we were not able to transition all of the 

existing employee data from MMC-BD records. Additionally, it is necessary to re-enter certain pieces of 

information, such as payroll withholding and direct deposit information, in a different format that the MCHS 

software requires. Completing all of the information helps to ensure your employee record with MCHS is accurate. 

 

Q: I provided my identification document(s) for the Form I-9 when I started, do I need to provide them 

again?   

A: Yes, a new Form I-9 is required as part of the MCHS employment transition process. Please bring your selected 

form(s) of identification with you to the onboarding session for which you’ve signed up. You may choose one 
document from List A, or one each from Lists B and C. More information is included with the I-9 instructions. The 

Form I-9 itself is completed within Workday. 

 

Q: Where do I attend the onboarding session for which I signed up?   

A: All sessions are located in Conference Room D in the Warren Street Building. There was an earlier misprint 

regarding room location, which has since been corrected. 

 

Q: The Employee Health step indicates a need to provide copies of prior health information and 

immunization records. Do I need to obtain these from MMC-BD Employee Health? Will I need to have the 

lab tests performed again?  

A:  As part of the employee health experience, employees should be familiar with your myHealth account on 

ReadySet for future test/surveys (i.e. fit testing, vaccines and health assessments). Please be sure to create your 
account as described on the onboarding web site, and complete the questionnaires available to you. If you have 

copies of your immunization records and would like to self-upload, you are welcomed to do so, but this is not 

required. MCHS Employee Health will review your MMC-BD Employee Health file for information.  If, after that 

review, the documentation for your immunization records is found to be complete, no further laboratory tests will be 

needed.  Employee Health will be reaching out to order any labs tests/surveys that are not currently in your paper 

file.  

 

Q: Where can I find my new employee number? 

A: Your employee number is the 5-digit username used to log into MCHS Workday. This number will only be used 

for various portions of the onboarding process until the date of transition, December 27, 2020. 

 

Q: Why is the Employment Transition Worksheet important and how much work history should be 

included?   

mailto:hrshared@marshfieldclinic.org
https://signup.com/go/aCfGyDb


A: The Employment Transition Worksheet provides an opportunity for MCHS to understand your current position, 

but also other prior work history that pertains to your current position. Understanding your prior work experience 

helps the Health System to properly review prior experience for purposes of compensation review. It is not 

necessary to include every position in your work history, though it is most helpful to include those that relate to your 

current role, or other roles in a health care setting. If you are unsure of exact dates for certain prior employers, 
estimated dates are acceptable. 

 

Q: When completing the Background Information Disclosure form, must I have the exact date of my last 

caregiver background check?  

A: Everyone in the hospital has had a caregiver background check upon hire and/or within the last four years. It is 

sufficient to answer Yes, but leave the date blank.   

 

Q: Is my employer MCHS now?  

A: Beaver Dam Community Hospitals, Inc. became a member of Marshfield Clinic Health System as of May 1, 

2019.  In order to fully integrate our two organizations as of December 27, 2020, our Beaver Dam employment, 

systems and policies will transition to standardized MCHS platforms. 

 

Q: Will I need to re-apply for my position with MCHS? 

A: Although education and experience information will be collected, a formal application and interview process will 

not be required. Current MMC-BD employees will need to meet standard hiring criteria of the Health System in 
order to be employed. More details related to onboarding are provided in the email and memo that accompanied this 

FAQ.    

 


